Dear [Manager/Director Name],
I would like your approval to attend the California Payroll Conference, October 21 – 23, 2026, at the Westin Rancho Mirage Golf Resort & Spa, in Palm Springs, California. 
How does this conference differ from other conferences? – This conference is the largest California annual state payroll conference, offering a wide spectrum of training related to payroll topics, including the opportunity to earn a certificate for attending a detailed track of payroll classes. 
Why should I attend? – This conference will offer me the opportunity to network with payroll professionals, representatives from leading-edge companies, industry experts, dynamic speakers, and key government officials. I will learn about cutting-edge products and services at this event and be able to directly connect with vendors on site. Additionally, I will have the opportunity to learn more about best practices and implementation around cutting edge technologies that can positively impact Payroll. Lastly, I will be able to earn recertification credits.  
What will I take away from this conference? – In addition to connecting with many cutting-edge payroll professionals, not only can I earn a certificate and RCH credits, but the classes and networking will provide exceptional opportunities to ensure I’m the best asset in supporting our organization. 
What are the advantages for our organization? – This event will allow me to build a personalized educational program tailored to our organization’s needs. Below are just some examples of the advantages:
· Increase my ability to identify potential liabilities and assist in making changes to avoid potential penalties 
· Learn best practices that will help improve internal controls and payroll accuracies
· Understand the risk around data privacy compliance laws in California and global markets
· Become familiar with the latest payroll products and services that could provide future assistance to our organization
Summary of costs 
	Item 
	Expenses

	Conference fee, includes meals (continental breakfasts and lunches, plus dinner on Thursday) 
	$750 (early bird registration is $675)

	Hotel 
	$478 ($239 per night) plus applicable taxes and fees

	Total 
	$1,228

	Creating a network of payroll peers
	Priceless



I appreciate your consideration of my request. Please take a moment to look at the California Payroll Conference website — www.californiapayroll.org — for an overview of the event and covered topics. I could not be more excited to attend, and I’m certain this opportunity will be one of the best investments for myself and the entire organization.
Thank you for your time.
Yours truly,
[YOUR NAME],
A payroll professional, passionate about developing new skills to improve our team
	
